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LEVORANDUM FOR:  Exzcutive Director/Compiroller

-SUBJECT: Useful Policies and Procedures
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MEMORANDUM FOR: Executive Director/Compirolier

kS

SUBJECT :  Policies and Procedures in Separate Components
Applicable Elsewhere

1. A by-product of discussions at recent MAG mestings has bzena

ief that various proceduves and policies are beingu‘cﬂiz‘ad in
ome parts of the Agency i ch might have applicability in other com—
ponents. As the subJeCL was explored, it, indeed, became clear that ther
were many instances of appareatly wort nwhile procedures in use which co"lf‘
prove advantageous if adopted by other offices. "It was agreed, however

that these policies did not have universal applicability throughout 21l of ¢

A

Agency. MAG, therefore, undertook the cor .pilatior:—of ine

following 1».-,1:1
of those more practcal procedures which might be of interest. For your
convenience, the independent contributicns have besn collated under the
general catugorles of orientation, communications, per

personnel planning and
development, evaluation, and utilization of junior oficers.

aU new zmployees receive avar-—
Ve early in their caraers, but seidom is it

_ -2, Orientaton. As dzscribsd below,
21l orien anc

tati
ollowed by
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‘B, Compoucint, " An.exn (“‘ﬁti")t‘. o the goneral ule of lazk of follow-

Dk ¢ &y LtUs

up orientation was found in tne Ofiice of Sprcial Projents (O5P), DD3ZT. 0P
has recently begun an interview progrom with

e

png yeay after they BEOD.  Those con
sonnel Ciflcer address the enmployes's
apnear ta be

to corvect erronsous hoapressions
Officer obizins the cuployce's views of his job

C
, working conditions, and how
well or poorly he believes that he is being managed. While P

&

tends to focus on.personalities, it is an opportunity for the pevsonnel pecple
to identify possible incipient management problems. The employee is
specifically encouraged to compare his job with his prior expzctations and to
discuss his career plan. A further aspect of tha conferences iz a2 discussion
the promotion policy within OSP and the Agency. In most cases, ths em-
ployee is told of the head room constraint on promotLons.- He is also told abaut
the career board/panel operation within the Office. The final portion of the
conference centers on the Agency mission in an attempt to ensure t‘*aF the

employee understands it and where his Office and he, himself, fits. -

- 3. Cor-munications. In looking into thls v1t'11 area (the subject of an
earher MAG memorandum), several specific examples of current practices
‘were noted as well as a suggestion for a2 new wvehicle. o ’

A. Office Managemant Conferences, Some offices,. such as OSI,
OSR, and CRS, hold Office Management Conferences te encourage a greater
flow of information. The Conferences have most frequently been one to three
dzy sessions held away from H*—-e*{quaw-«“rs wnere such issues as frainin
ffice communications, the status of clevi
discussed. Additionally, OSR holds an
Agency auditorium to apprise its employ
and the prospect for the future.

B. Promotion Policy Publicati

1

£l
personne:l with as clear a picture
issued a memorandum for

E all employees

“through GS~l5 The meameo contained infox

must -vass through the Carcer Service I

baow offen. it wmeets to consider  prowmatl

who malkas the final decision It alse covared ;.);-Qz:-ra-.:"._ur:—:s f\n'.tho:—;s nromsiions |
ot coveared Ly the Board and O star J"sx.s ' '
CU put oui 2 similar memorandum on guidoline
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C. The Clundesting Seevi
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D. Office Newsletter. The DDI currently produces an aperiodic -
newsletter for its overseas representatives o keep them informed regarding
developments within the DDI. No other component is known to have such a
publication, but it is believed that in certain cases it could be very worthwhile
as 2 means of keep: ng employees informed. It could serve as a vehicle for
such subjects as promofion and QSI policies, job changes or . availability, and
51ffn1f1cah_t develop*nents c,nd accomphsnmeﬁts within and by the office concerned.

O
N

(WA

4. Personnel Planning and Develooment, Although the p*rso“r’ el Develop-
rent Program has been submitted by the O.L.LL ¢ of Personnel, the following
practices are listed to show procedures now in use within the Agency.
A. Caresr Development. To give its personnel some idea of the
possibilities for career development and to redulnlze proce I

out several wemoranda in the past year on these subjects. One listed zall th
possibilities for rotational assignments, giving the general guidelines for

selecting candidates and other dstails. Another furnished statistics on those

in the Office who had in a certain time frame bzen promocted, had a change of
assignient, had a major training opportunity, or had a foreign TDY. Th=s mamo
a2lso sat up a new commnitice to deal with cavzaer specifically
at officers in the GS—12—15 level. The committee wi ule an
officer's assignment threse ;cars in 2dvance and to mzke ; m daticns in
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most areas of caresr dev
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T Clommnt 1 1 - . -
L effort is the more sophistizated but hoth offer promisa in davaioning an in-
; ‘ T 2loping an ir
17 - . . +
tetligent and flexible hc thv;c:rz training and boin componeni neads and
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to advance eithar one's averall o
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E. Assignment Questionnairves. Several offices within the Agency
utilize assignment questonnaives in an atiempt to taks into consideration the
els .

T 5
ramework of availability of job
weassignment Questionnairs and F

employee'’s desire for his future w /ithia the f
The CS has its Field
Questlonnaﬁ.re, rity has its Individue!l Carear Assignment

Preference form, and OCI has i ts Em':»loy'e: Biennial As sif‘nm nt Report., Un-
fortunately, many employees view the completion of th £ 3 i
exercise which will have little if an nyt
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thing to do wit their future assignment.
They are, however, a step in the rig ’1t cl lrection if t}:e'-,' ave properly uwtlizad
and could well be employed in other

O
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5. Evaluation. A continuin ng p*ﬂ:n:ﬂwm aci
hierbation

that of obt:wnnc honest, objective e

employess,

N e

valuations of ’.:he periormance of Agency
7as af"’?essecl in
and it is hoped that the e
mendations for a revised Fitness Report system wil help to allaviate previous
deficiencizs. The following p'focedure's are cu‘:'rent’_-y in effect e

ensure better evaluations and unders ]

This subject v same det:?_i in MAG!s memorandurm on
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ez\:p7ai ving how the OCI Career Service B the system. Ea-
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files, ranks them. Arza divisions and compon ent_. carry out the same typ
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C. sesonnel Poanels,. Ths CS Personnel
Evaluation Sysieam provides for an anz‘;r..ai review Dy a CS panel of the fles

of all personnal within a grads level, The panel, after reviewing all oificers
£ o

o
review and rankings separately and ranort their findings to the C5P5. Great
care is taken to ensure that panel i i

ponent reprasentatives; they are workis
pendence from their p: went units

are fully qualified for promotion and so r
awards, QSI's, training, etc. At the othe ~.end of the spactrum; tney also
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determine the lowest vanking cfficers, particularly the bottom 5%, and send
the DDP their conclusions and recommenda iovxs. The Systcm has been suc-

.

cessful in mtroducing a CS~wide competition based on established and accepted
criteria. Itis overseen by representatives of all CS elements so as to ensure
varying points of profassional views. While there arc flaws in the System, it
is producing better fitness reports and greatsr confidence on the part of CS
z::rso*‘m.el in the promoticn and evaluation syste

&

6. Utilization of Junioxr Officers. The following examples show cases
here offices have brought Junior Cfficers into th= management chain.

A. NPIC. Each year, NP1C circulates two memoranda to all per-
sonnel inviting young officers (from ages 25-35 and from GS 9-12) to indicate
i ec

1 - 3 N - - rs
their interest in sorving either 2

5 : abss
Selection Panel or as Executive Sacretary of the IP Carear Service Bozrd. In
. . - . .
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satation, zic.
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C. OnRL. W ith a substant]
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cors and divicion culals disl ant lnao
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Prommotion and ather cavenr actions woerve obviously difficult when based oo
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cornarizons of peorsormel foldors - in 1*“1/ casEs an Povren: imel who had
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thig ovoblom, the Junioer Adyisory
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the GS 11-13 cauge with o maximum
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all oroinssicnal staff eraployzes

! Y,
(;“-‘ClufllT‘ secraincies) of GS 10 or lower rank reg arding pv-omo‘wns., 1renss
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ments, and training T
; i - N fho racomi~
Service Panel for its monthly meetings. o date, a great majority of the recor

mend“‘:ion” 1ave been approved without modification -- a strong vote of con-

‘Management Advisory Group
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